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This schedule applies t&ommunity and Technical Colleges

Scope ofecordsretention schedule

This records retention schedutithorizes the destruction/transfer dfie public recordof all Community and Technical Collegas well as the Washington State
Board for Community and Technical Collegelgtingto the uniquefunctions ofthe CollegesThe schedulés to be used in conjunctionith the StateGovernment
GeneraRecords Retention SchedulSGRRSvhichauthorizes the destruction/transfer gfublicrecords common to all state agencies.

Disposition of public recads

Public records coverelly records series within this records retention schedule (regardless of format) must be retained for the minimum reteribdnape
specified in this schedule. Washington State Archives strongly recommends the dispositioficfgnards at the end of their minimum retention period for the
efficient and effective management afjencyresources.

Publc records designated dsA r ¢ @Permamédnt Retentiori)must not be destroyed. Records designated Ahival(AppraisaRequired) must be appraised

by the Washington State Archives before dispositlublic records must not be destroyed if they are subject to ongoing or reasonably anticipated liti§atitin
publicrecordsnust be managed i n acpolwiesdrdprocedunss far legalthdlids. Pabliceetardg must not be destroyed if they are subjec
to an existing public reeds request in accordance witthapter 42.56 RCWSuch public recorddu st be managed in accordance
procedures for public records requests.

Revocation of previously issued records retention schedules
All previousy issued records retention schedules@@mmunity and Technical Collegg®e revoked Community and Technical Collegesist ensure that the
retention and disposition of public records is in accordance with current, approved records retention schedules.

Authority
This records retention schedule was approved byStateRecords Committee in accordance with RCW 405D4on De@mber 7, 2022.

Signature on File Signature on File Signature on File Signature on File
For the State Auditor: For the Attorney General: For theOffice of Financial Management The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Heather Hirotaka
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REVISION HISTORY

Version Date of Approval Extent of Revision
1.0 February 1998 Initial schedule
1.1 April 4, 2007 Minor revisions to the Grant Managemesgction.
2.0 February 5, 2020 Major revision of entire records retention schedule.
Minorrevisios t o t he “ Agency Admi-dTirsati madtnigorOtared sMan d& HR
2.1 December 7,2022 |Mi sconduct/ Di sci p‘lIStnued eGrti eAvdashi crhetss’n,d @atri do ns elitld IX(sex s

discrimination/harassment).

For assistance and advice in applying this records retention schedule,

please contacthe Community or Technical Colleg&ecords Officer

or Washington State Archives at:

recordsmanagement@sos.wa.qovV
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1. AGENCY ADMINISTRATION AND MANAGEMENT

This section includes records relating to agency administration and management that are either not covered by or dienexceine State Government
General Records Retention Schedule

1.1 TRAINING OTHERS

This section includes records relating to training others that are either not covered by or are exceptions to the StateeGb@znaral Recor
Retention Schedule

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

22-12-69670 | Training Materials (Sexual Harassment ComplaigtSitle IX) Retainfor 7 years after NONARCHIVAL
Rev.0 | Records documenting materials used to train Title IX Coordinators, investigators, deq training materials last used | NONESSENTIAU

makers, and any person who facilitates an informal resolution process in relation to then OPR
grievance process for sexual harassment complaints in accordance with 34GHS. Destroy:.
Note: Retention based onyéar requirements for Title IX training materials (34 CFR
8106.45b)(10)).
1. AGENCY
ADMINISTRATION AN Page5 of 61
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2. DEVELOPMENT AND OUTREACH

The function of developing the institution and its outreach to its community

2.1 DONATIONS/GIFTS
The activity of receiving gifts and donations.
I,DAILSJ'IF')EI)SIF-{I—I?(N DESCRIPTION OF RECORDS DIEEBEII\I'I:IIIOOI\II\I:C,\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69442 | Donations/Gifts¢ Assets Retainfor 6 years after NONARCHIVAL
Rev.0 | Records documentingon-cash donations, gifts, and sponsorshipade directly b the disposl of asset ESSENTIAL
College and (for Dlsaéttle:)r;ecovery
Includes, but is not limited to: 6 years after fulfillment of
1 Correspondenc&ommunications to and from donor; agreement
9 Gifts and donations checkilist; then
1 Terms and agreements of the contribution made. Destroy.
20-02-69443 | Donations/Gifts¢ Monetary Retainfor 6 years after end NONARCHIVAL
Rev.0 | Records documenting monetary donations, gifts, and sponsorshig directly to the | Of fiscal year o Eiiffr'\gc'@;y
college and OPR
Includes, but is not limited to: 6 years after fulfillment of
1 Correspondencécommunications to and from donor; agreement
9 Gifts and donations checklist; then
1 Terms andchgreements of the contribution made. Destroy.
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2.1 DONATIONS/GIFTS

The activity of receiving gifts and donations.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REUENVION 1D DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
20-02-69444 | Donor Information Retainuntil no longer NONARCHIVAL
Rev.0 | Records relating tactive andprospective donors to the college needed for agency business NON(E)IS:E'ENT'AL
Includes, but is not limited to: then
1 Copies of correspondenéeommunicationsto and fromdonor, Destroy.
1 Lists of previous gifts/donations made
2. DEVELOPMENT AN



o

WASHINGTON
Secretary of State

Washington State Archives

Community and Technical CollegRgcords Retention Schedu

Version 2.1(December 202

2.2

FUNDRAISING

The activites associated with running campaigns to raise funds for various institution development activities

DISPOSITION

AUTHORITY

NUMBERDAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

20-02-69450

Rev. 0

Fundraising Efforts

Recordgelating tofundraising efforts byollegedepartments or by clubs and
organizations that have beaecognized by the o | | Asgpeidtes Studentpoverning
body, wherethe college club, or organizatioitself is the beneficiary

Includes, but is not limited to:

1 FRundraising activities
1 Advertising
1 Related correspondendeommunications

Excludes

1 Records relating teollegefundraising effortdor charity, covered byCharity
FundraisingDANGS 09021)

1 Recordgdocumentingfundraising efforts focharity by Associated Students
recognized clubs and organizations, which areauifegerecords;

1 Records relating to fundraising efforts by clubs and organizations thatcire
recognized by théssociated Students governing boayhich are notollege
records;

1 Records of fundraising efforts by tteo | | Fogndatios.

Retainfor 6 years after end
of fiscal year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

2. DEVELOPMENT AN
OUTREACH

PageB of 61
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2.3 STUDENT RECRUITMENT
The activites associated with the institution encouraging prospective studerattend the institution.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEBEII\IJI(SDI\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN)
20-02-69468 | Recruitment/Visits¢ General Retainfor 2 years after end NONARCHIVAL
Rev. 0 Records documentingontact wth and visits byrospective studentoutsideof athletic | of academic year NON(E)IS:E'ENT'AL
recruitment. then
Includes but is not limied to: Destroy.
T Correspondence/communications to/from prospective students;
1 [ltineraries;
T Gopies of high school transcript and test scqret.
20-02-69469 | Recruitment/Visitsg Prospective Student Athletes Retainfor 5 years after end NONARCHIVAL
Rev. 0 Records documentingontact wth and visits by prospective studeathleteswho donot | ©f academic year ESSENTIAL
e . . . (for Disaster Recovery
enroll at the collegevithin 5 years used to verify and demonstrate compliance with then OPR
applicable athletic conferee regulationse.g., Northwest Athletic Conference (NWAC)| pestroy,
National Collegiate Athletic Association (NCAA),latdtudes both official and unofficial
Visits.
Includes but is not limited to:
1 Carespondence/conmunications to/from prospective studetathletes;
1 Gopies of high school transcrigpand test scoes
1 Proof of duration of visitjncludingflight information,itinerary, copies of
expensesetc.
Excludes recruitment/visit records fprospective student athletewhodo enroll at
collegewithin 5 yearswhich arecovered byConferencéligibility¢ IndividualStudent
Athletes (DAN20-02-69436).
2. DEVELOPMENT AN
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3. HR AND PAYROLL MANAGEMENT

This section includes records relating to human resource and payroll management that are either not covered by or are exogphe@tate Government
General Records Retention Schedule

3.1 MISCONDUCT/DISCIPLINE/GRIEVANCES

This section includes recordslating to employee misconduct/discipline/grievances that are either not covered by or are exceptions to t
Government General Records Retention Schedule

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEE@I\I‘I:IIIOOI\II\I:CI\IT?ON DESIGNATION
NUMBER (DAN)
22-12-69668 | Sexual HarassmentSex DiscriminatiorComplaints(Title IX)¢ Employees/Others Retainfor 7 yearsafter NONARCHIVAL
Rev. 0 Records relating to the grievance process for formal complaints of sexual harassmer| issuance of determination NONESSENTIAL
madeagainstemployees antbr others in accordance with 34 CER06.45. and OPR
Includes, but is not limited to: completion of disciplinary
{1 Filed complaints and grievances; action(if any)
1 Informal resolutions, if any; and
1 Police reports; expiration of appeal period
1 Investigative reports; (if any)
1 Audio/audiovisual recordings and/¢ranscripts of hearings; then
1 Hearing questions and notes; Destroy.
I Sanctionsmposed
1 Data on others involved;
1 Documentation of supportive measures
1 Remedies provided to complainant;
1 Determinations and appeals
Excludes records covered Bgxual Harassment / SBiscrimination Complaints (Title kX
Students (DAN 222-69669.
Note: Retention based onyear requirements facomplaint record$34 CFR106.45b)(10)).
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4. RESEARCH

The function of investigating or inquiring into a subject of interest in order to discover or apply facts and/or princigkesdRenay be funded by a grant,
consultancy or scholarship, or may be an unfunded act of academic scholarship undertaken withaiithtion. Includes activities associated with managing
and administering research

AUTHORITY DESCRIPTION OF RECORDS _RETENTIONAND | pegianaTion
NUMBER (DAN
20-02-69454 | Human Subject®eview Council (HSRCAdministration and Research Oversight Retainfor 6 years after date | NONARCHIVAL
Rev.0 | Recordslocumenting the review, monitoring, and oversight of human subject researc| ©f documentcompletion of ESSENTIAL
thecolleg¢ s I nstitutional Review Board (| R|research (for D'saggsecovery
in accordance witd5 CFR 46.115 then
Includes, but is not limited to: Destroy.

1 Federalwide Assurance agreement with the U.S. Department of Health & Hur,
Services' Office of Human Research

1 Written procedures for the HSRC as describetbilCFR 46.8(a)(3) and
46.108(a)(%;

1 HSRC member lists and credentialing, appointment letters;

1 Applications received, including title, name of investigators, date received, pe
of approval, modifications, etc., maintained in systems such as the Human
Subjects Researchd®ocols Database;

1 Annual HSRC Activities Report (submitted annually to the Provost).

Excludes HSRC meeting records coverg@dmerning/Executiv@olicySettingBody
Record¢DAN GS 10004)

Note:45 CFR 46.115(kequires the retention of general IRB records for at least 3 years.
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQESII\I{II-SDI\II\IAAC,I\ITI?ON DESIGNATION
NUMBER (DAN

20-02-69455 | Human Subjects Review Council (HS&Rjncipal Investigator Records (Research Retainfor 6 years after NONARCHIVAL
Rev.0 | Corducted) completion/termination of ESSENTIAL
HSRC records relating to investigator activities in human subject research including | research (for Disagggecovery
approved regulatory, certified exempt, completed, denied and withdrawn protocols. then
Includes, but is not limited to: Destroy.

1 Research protocols, scientific evaluations, approved sample consent docume

1 Correspondence/communicatiorsetween theHSRC and investigators/
researchers;

1 Progress reportsubmitted by the investigator;

T Reports of injuries to subjects;

1 Reports of unanticipated problems involving risks to subjects or others;

1 Reports of continuing review activities;

1 Statements of significamew findings provided to subjects.

Note:45 CFR 46.115(kgquires the retention of IRB records relating to research conducte(
at least 3 years after completion of the research.
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DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEEE‘;’;‘TTIS\II\' AACI:\'T'?ON DESIGNATION
NUMBER (DAN
20-02-69458 | Institutional Animal Care and Use Committee (IACWQ)spections, Reports, and Retainfor 6 years after date | NONARCHIVAL

Rev.0 | Evaluations of documentcompletion of ESSENTIAL
Recordsiocumentingthe review, monitoring, and oversight of animal research by the | research (for Disagggecovery
Institutional Animal Care and Use Committee (IACUC), in complianceé @R 2.35
Includes, but is not limited to: then

1 IACUC reviews of research proposals and ongoing review activities; Destroy.
1 Required inspections and reports
9 Scientific evaluations.
Excludes IACUC meeting records, which are cover&@bisgrning/Executivéolig-Setting
Body RecorddAN GS0004.
Note:9 CFR.35(f) requires the retention of general IACUC records for at least 3 years.
20-02-69459 | Institutional Animal Care and Use Committee (IACId®esearch Conducted Retainfor 6 years after NONARCHIVAL
Rev.0 | Records which relate to specific research conduateavhichdocument decisions completion/termination of ESSENAL
pertaining to committee actions otiat research. research (for D'Sageggecovery
Includes, but is not limited to: then
1 Correspondence/communicationetween IACUC and investigators/researcher| DESroy.
1 Progress reports provided to IACUC
1 Significant new findings

Note:9 CFR 2.3§ requires the retention of IACUC records that relate directly to proposed

activities and changes to same for at least 3 years after completion of the research.
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Washington State Archives

5. STUDENT ADMINISTRATION

The function ofidministration and management of students from application for admissi@ntoliment incourses/programsto completion/discontinuation.
Includes norawardprograms and courses/units/subjects.

5.1 ADMISSIONS

The activites associated with thadmission of applicants into cousdgrograms

I?AILSJ'IF')ISI)gIF;I—Il'I(%(N DESCRIPTION OF RECORDS NSO DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
20-02-69423 | Admissions Applications Enrolled Retainfor 6 years after NONARCHIVAL
Rev.0 Records documentinthe admissions process for all applicants who are accepted a | 9radudion/date of last NONESSENTIAL
ultimately enroll at the college attendance OPR
Includes, but is not limited to: then

1 Matriculated and normatriculated students; Destroy.
1 Domestic and international students;
1 Undergraduateand post-baccalaureatg@rograms
1 Other programs, e.g., Summer Session, University English as a Second Lang
Running Start, High School Enrichment, Personal Enrichetent,
Includes, but is not limited to:

Application forms and sigap sheets;

Copies of higlschoo] college and/or militarytranscripts;

Test scoresubmitted as part of the admissions process

Financial statements and/or sponsor letter (for internatiostldents);
Transfer credit evaluations;

Related correspondenéeommunications

=a =4 -4 -4 -8 9

5. STUDENT



o

WASHINGTON
Secretary of State

Washington State Archives

Community and Technical CollegRgcords Retention Schedu

Version 2.1(December 202

5.1 ADMISSIONS

The activites associated with thadmission of applicants into cousdgrograms

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
20-02-69424 | AdmissionsApplications¢ Not Accepted, Not Entled, or Application Incomplete Retainfor 2 years after NONARCHIVAL
Rev.0 Records documenting the admissions process for all applicants who ieidgdmission | Peginningof ac_:adem|c NON(E)IS:E'ENT'AL
to the college were accepted but did not enroll, or never completed the application | quarterfor which
process. applied date of last
Includes, but is not limited to: isautlg:mssmmwhlchever IS
1 Matriculated and nomatriculated students then
1 Domestic andnternational students;
1 Undergraduateand postbaccalaureatgrograms Destroy.
1 Other programs, e.g., Summer Session, University English as a Second Lang
Running Start, High School Enrichment, Personal Enrichment, etc.
Includes, but is not limited to:
1 Applicaton forms and sigiup sheets
1 Copies of higlschool, college, and/or militatyanscripts;
9 Test scoresubmitted as part of the admissions procgss
1 Transfer credit evaluations
I Financial statements and/or sponsor letter (for international students);
1 Relatal correspondencieommunicatiors.
5. STUDENT
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5.2 ENROLLMENANDREGISTRATION
The activiesl 342 OAF G SR 6AGK A0GdRSYGaQ AYAGALIE YR O2yiAydaAy3I SyNBEfY

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ@T’;S\TA’A‘QT?ON DESIGNATION
NUMBER (DAN)]

20-02-69434 | ClassRegistration Retainfor 6 years after end NONARCHIVAL
Rev.1 Records documenting the process of class registration for individual stycermis as: of academic year NON(E)IS:E'ENT'AL
1 Sudent name and number then
1 Quarterof enroliment; Destroy.

1 Course numbers and class sections;
T Number of credits and grade type (e.g., letter grade, credit/no credit, audit);
1 Total credit hours.
Includes but is not limited to:
1 Add/drop forms;
1 Arranged course permits and independent studhdavariable credit courses
1 Consent forms;
1 Summer workshop registrations.

Includesthis informationmaintained in systems such etLink

5. STUDENT
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52 ENROLLMENANDREGISTRATION
The activilest 3 42 OAF 1SR 6AGK addRSYGAQ AYAGAIE FYyR O2yGAydAy3d SyNBE V]
blig el Ien RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

20-02-69445 | Enroliment Reports Retainfor 2 years after end NONARCHIVAL
Rev. 0 Compilations of datgeneratedby or distributed to departmentsnd individual of academic quarter NON(E)IS:E'ENT'AL
instructorsregarding student enrollment, courses, grade distribution, schoigrsh then
ethnicity of students, etc. Destroy:.
Includes, but is not limited to:
1 Class enrollment count;
9 Class standing report;
1 Degrees by quarter repart
1 Academic probation list
Includesthis informationmaintained in systems such etLink
20-02-69461 | Major Applications¢ Approved Retainfor 6 years after end NONARCHIVAL
Rev.0 Records documenting a st udent undergradugte: e g Of academigear NONEIS:;ENT'AL
academic program, where the application is approved. then
Destroy.
20-02-69462 | Major Applications¢ Denied orincomplete Retainfor 1 year after NONARCHIVAL
Rev.0 | Requests for major standing within andergraduateacademic progragmwhere the quarter of denialdate of last | NONESSENTIAY
application has been denied or the student never completed the application process.| Submission OFM
then
Destroy.
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5.2 ENROLLMENANDREGISTRATION

The activiesl 342 OAF G SR 6AGK A0dRSYdGaQ AYyAGAIE YR O2yiAyday3

SYNRE tY

DISPOSITION
AUTHORITY
NUMBER (DAN)]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

20-02-69471
Rev. 0

Release oEducationRecords; No Prior Consent Required

Recordslocumentingeach request for access teand each disclosure efpersonally
identifiable information from the education records of each studemhiere prior consent
is not requiredin accordance witl34 CFR 8§ 99.3ihd 34 CFR 899.32(d)nd where
disclosure recordsra not required to be retained longer than 3 years in accordanith
federal or state statute

Includes, but is not limited to, requests from aredlease of records to:
1 The eligible student;
1 A school official unde34 CFR §99.31(a)(1)
1 Certain parties seeking directory information un®gr CFR § 99.37
1 Ajjudicial order or subpoena undadd CFR §99.31(a)(9)(ii))(A), (B) & (C)

Excludes

9 Disclosurdo state and local educational authorities and federal officials and
agencies listed iB4 CFR § 99.31(a)(8nvered byRelease of Education Recogds
PriorConsent or Documentation Requir€A(N20-02-69472);

1 Requests where prior consent is required, coveredR®jease of Education
Recordg, Prior Consent or Documentati®equired PAN20-02-69472).

ReferenceFamily Educational Rights and Privacy Act (FERPA)

Retainfor 6 years after date
of release

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

5. STUDENT
ADMINISTRATION
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5.2 ENROLLMENANDREGISTRATION
The activiesl 342 OAF G SR 6AGK A0GdRSYGaQ AYAGALIE YR O2yiAydaAy3I SyNBEfY
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIETERTHOM AND DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

NONARCHIVAL

20-02-69472 | Release oEducationRecords; Prior Consent or Documentation Required Retainuntil the education
Rev.0 | Recordglocumentingeach request for access eand each disclosure efpersonally records of thestudent are no (for EiiieEr'\;Z!ﬁlgry
identifiable information from the education records of eagthidentwhere prior consent longer retained OPR
is requiredin accordance witl34 CFR § 99.38nd/or where disclosure records are then
required to be retaied in accordance witB4 CFR § 99.32 Destroy.
Includes, but isot limited to, requests from and release of records to:
1 Any party with written consent from the parent or eligible student;
9 State and local educational authorities and federal officials and agencies liste
34 CFR § 99.31(a)@rsuant to34 CFR § 982.
ReferenceFamily Educational Rights and Privacy Act (FERPA).
20-02-69473 | Residency Reclassification Retainfor 6 years after NONARCHIVAL
Rev.0 |Records documenting indivi dresadncystatus (statet graduation or date of last NONESSENTIAL
or out-of-state) for tuition purposes attendance OPR
Includes, but is not limited to: then
1 Reclassification application; Destroy.
1 Residency questionnaise
1 Supporting documentation;
1 Appeal and notifiation correspondence/communications.
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5.2 ENROLLMENANDREGISTRATION
The activiesl 342 OA 4GSR 6AGK addzRSyiaQ AyAdALft FyR O2yldAydzZAiy3a SyNRf Y
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEQEII\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69484 | Student Requests for Nondissure of Directoryinformation Retainuntil the education NONARCHIVAL
Rev.0 | Recordglocumentingstudent requests to withhold their directory information from records of the student are nc NON%SPSRENT'AL
disclosure, in accordance wig# CFR § 99.37 longer retained
ReferenceFamily Educational Rights and Privacy Act (FERPA). or
until request is terminated by
student
then
Destroy.
20-02-69489 | Withdrawal from the College Retainfor 6 years aftedate NONARCHIVAL
Rev.0 | Records documenting individual students wi t hdr awa | ,ifcludingn t h ¢ Of last attendance NON%S;QENT'AL
withdrawals due to illness, hardship, military exigencyothier extenuating then
circumstances. Destroy.
Includes, but is not limited to:
 Official withdrawal form;
9 Petition for hardship withdrawal;
1 Related correspondence/communications.
5. STUDENT



o

WASHINGTON
Secretary of State

Washington State Archives

Community and Technical CollegRgcords Retention Schedu

Version 2.1(December 202

5.3 GRADUATION
The activites associated with the conferral of an academic degree in accordatitéCW 28B0.14Q Includeghe awardof honorary degrees
persons external to the institution.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
20-02-69453 | Honorary Degrees Retainfor 6 years after ARCHIVAL
Rev.0 | Records documenting the conferral by tbellegeof honorary degrees, in accordance wi degree is awarded (PermanentRetentior)
NONESSENTIAL
RCW 28B.50.140 then OPR
Includes, but is not limited to: Transferto Wadington State
1 Degreesawarded topersons in recognition of their learning or devotion to Archives foppermanent
educaton, literature, art, or science; retention.
1 Degrees awarded tpersons who were students at ttellegein 1942 and did not
graduate because they were ordered into an internment camp.
Excludes Board dfrustees minutes, agendas, and meeting files covered by
Governing/Executiv@&lolicySettingBody RecorddAN G30004.
20-02-69467 | Petitions for Exception Retainfor 6 years after NONARCHIVAL
Rev.0 | Requests from students to waive or substitute a graduativdegreerequirement. degree is awardediate of NONEIS:;ENT'AL
Includes, but is not limited to: last attendance
1 General Education Petition then
| Petition for processing late graduation application Destroy.
5. STUDENT
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5.3 GRADUATION

The activites associated with the conferral of an academic degree in accordatitéCW 28B0.14Q Includeghe awardof honorary degrees
persons external to the institution.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
20-02-69487 | Verification of Graduation Requirements Retainfor 6 years after NONARCHIVAL
Rev.0 | Records relating to the submission and revievinafvidual student applications for degree is awardediate of NONESSENTIAL
graduation, to verifithat the student has fulfilled atlollege generakeducation, major, last attendance OFM
and/or certification requirements. then
Includes, but is not limited to: Destroy.
1 Undergraduate degree applications;
1 Certificate applications
1 Final degree audit report;
1 Related correspondené@mmunications

5. STUDENT
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54  MISCONDUCT

The activites associated with the managementaifegedmisconduct involving a breach by a student of academétor behavioraktandards whic
may involve plagiarism, falsifying results, cheating,, @ed may include the imposition of a penalty

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEB?I\I;I(;)I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
22-12-69669 | Sexual HarassmertSex DiscriminatiorComplaints(Title IX)¢ Students Retainfor 7 yearsafter NONARCHIVAL
Rev. 0 Records relating to the grievance process for formal complaints of sexual harassmer| issuance of determination NONESSENTIAL
madeagainststudents in accordance with 34 C§HR6.45. and OPR
Includes, but is not limited to: completion of disciplinary
f Filed complaints and grievances; action(if any)
1 Informal resolutions, if any; and
1 Police reports; expiration of appeal period
1 Investigative reports; (if any)
1 Audio/audiovisual recordings and/or transcripts of hearings; then
1 Hearipg questionand notes; Destroy.
I Sanctionsmposed
1 Data on others involved;
1 Documentation of supportive measures
1 Remedies provided to complainant;
i Determinations and appeals
Excludes records covered Bgxual Harassment / Sex Discrimination Complaints (Titte
EmployeeOthers (DAN 222-69668.
Note: Retention based onygar requirements for complaint records (34 GE06.45b)(10)).
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5.4 MISCONDUCT
The activites associated with the managementaifegedmisconduct involving a breach by a student of academétor behavioraktandards whic
may involve plagiarism, falsifying results, cheating,, @ed may include the imposition of a penalty
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION

NUMBER (DAN]}

DISPOSITION ACTION

NONARCHIVAL

20-02-69480 | StudentDisciplinary Investigationg Exonerated Retainuntil compleion of
Rev. 0 Records documenting thiavestigation into possible violation bfh e c o | | e g e | exoneration NON%SPSRENT'AL
conduct coddor students whowvere subsequently exonerated. then
Includes, but is not limited to: Destroy.
1 Casamaterials
1 Notice of exoneration.
20-02-69481 | StudentDisciplinarylnvestigations¢ Sanctions Imposed Retainfor 6 years after NONARCHIVAL
Rev.0 | Records relating tathe investigatiors and disciplinary actions taken pursuant to the completion ofdisciplinary ESSENTIAL
college’s student conduct code action andexpiration of (for e R
appeal period, if any
then
Destroy.
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5.5 TRANSCRIPTS

The activites associated with the management of the official academic records of the grades achieved by a student in a course/program

I,DAIS'IF')I?S:;{FIITOYN DESCRIPTION OF RECORDS DISIEB?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN)
20-02-69485 | Transcript Requests Retainfor 1 year afterdate NONARCHIVAL
Rev.0 | Records documenting student requests famscripts or verification of enroliment. submitted NON(E)IS:E'ENT'AL
then
Destroy.
20-02-69486 | Transcripts (Permanent Student Records) Retainfor life of agency NONARCHIVAL
Rev. 0 Records documenting thefficialacademigerformanceof individualstudents at the then E_SSENTIAL
college Transferto Student ter D'Saétirgecovery
Includes, but is not limited to: Achievement Council for
 ourses taken permanent retention
1 Finalgrades and honors received (including any grade changes)
i1 Transfer and total credits
1 Major degreesand certificategeceived
9 Official name changes
Includesthis information maintained indatabasesystems
Note: In the eventf the collegeceasing to exist, the permanent student records aresto b
transferred to Student Achievement Council in accordanceR@GW 28B.85.130
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6. STUDENT AND CAMPUS SERVICES

The function oproviding services to students by either the institution or another entity which has an agreement/contract with the iostitsbime services
may also be available staff, faculty, and the general public

6.1 ADVISING

requirements

The activiy of providingguidanceto studentsand other clientdo ensure academic progreggomote career planningnd/or ensurecompliance wit

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

20-02-69417 | Academicand Career Advising Current Students

Retainfor 6 years after

NONARCHIVAL

Rev.0 | Records documenting advice and other services provided to students to assist them | 9raduatioridate of last NONESSENTIAL
procesesof identifying amajor orcertificate program monitoring progress toward attendance OFM
graduation,or to assist them ircareer planning. then
Includes, but is not limited to: Destroy.

1 Intake information, e.g., dates that services were provided

9 Advisor notes

1 Elective approval forms;

1 Assessments and other tools administered to identifyirrdividuals t ud e n't
interests and areas of expertise, e.the Strong Interest Inventory

1 Related correspondenf@mmunications
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6.1 ADVISING
The activiy of providingguidanceto studentsand other clientdo ensure academic progreggomote career planningnd/or ensurecompliance wit
requirements
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69431 | Career Advising, Alumni and General Public Retainfor 2 years aftermost NONARCHIVAL
Rev. 0 Records documenting advice and other services providedltomi or other members of | fecent contact NON(E)IS:;ENT'AL
the publicto assist hem in career planning. then
Includes, but is not limited to: Destroy.
1 Intake information, e.g., dates that services were provided,;
1 Advisor notes;
1 Assessmentsandotherool s admi ni stered to ide
areas of expertise, e.g., the Strong Interest Inventory;
1 Related correspondenéeommunications
6. STUDENT AND
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6.1 ADVISING
The activiy of providingguidanceto studentsand other clientdo ensure academic progreggomote career planningnd/or ensurecompliance wit
requirements

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN) DISPOSITION ACTION

20-02-69456 | Immigration/Visa Advisingg Foreign Students Retainfor 6 years after NONARCHIVAL
Rev.0 | Records relating to the immigration/visa statusimdividual foreign studers, retained for | 9raduatioridate of last ESSENTIAL
advising purposes and/or to document compliance with U.S. Citizeasdipmmgration | attendance (for D'sag;rsecovery
Services requirements. then
Includes, butisnot limited to: Destroy.

1 Intake information, e.g., dates that services were provided,;

T U.SImmigration and Customs Enforcement (l@&cumentation, e.g., Certificate
of Eligibility for Nonimmigrant-E Student Status-@0);

I U.S. Customs and Borderotection(USCBP) forms, e.g., Arrival/Departure Rec
(1-94);

1 U.S. Department of State documentation, e.g., Certificate of Eligibility for

Exchange Visitor-) Status (DQ019), etc.;

Student and Exchange Visitor Informatiorst®yn SEVIBreports;

Identification Documentatione.g., passport pages with biographical informatio

and expiration date;

Correspondencefommunicationsvith sudent andother schools

Copies ofihancialstatementsand/or sponsor letter;

Copies ofttansker release @acuments

Copies of employmentatuments

Copies of admission aerials

= =

E N I I

6. STUDENT AND
CAMPUSSERVICES Page28of 61
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6.1 ADVISING

The activiy of providingguidanceto studentsand other clientdo ensure academic progreggomote career planningnd/or ensurecompliance wit

requirements

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIE;I;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69488 | Veteran Student Files Retainfor 6 years after NONARCHIVAL

Rev. 0

Records relating to Veterans and/or their dependents receiving educational benefits | 9raduatioridate of last

Includes, but is not limited to:

=4 =4 =48 -8 _8_98_4a_-48_-4_-9_-29_-49_-9

Veteran Tuition Waiver Forms
Grade Reports

Academic progress reports
Change of course forms

Transfer creditevaluations

Degree audit records

Satements of understanding;
Sudent account summaries
DD214

Transfer guide course equivalencjes
Enrollment certifications;
Certificates of Eligibility for Gl Bill;

Correspondence/communicatiomegarding VA emliment.

attendance
then
Destroy.

NONESSENTIAL
OPR

6. STUDENT AND
CAMPUSERVICES
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6.2 ATHLETICS
Theactivihk S& 1 a4d20AFGSR 6AGK G4KS YIyl3aSYSya 27

(KS AyadArddzirzy Qs |

DISPOSITION
AUTHORITY DESCRIPTIGDF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
20-02-69426 | Athlete Medical History Retainfor 7 years after no NONARCHIVAL
Rev.0 | Records documenting thmedicalandtreatment history for eactstudentathlete. longer eligible NON%SPSRENT'AL
Includes, but is not limited to: then
1 Medical/treatment documentation and/or reports Destroy.
1 Physical form
1 Injury/ilinessreport forms
1 Progress notes
I Rehabilitation logs
T Waivers
1 Letter from collegénforming student athletes of physical and insurance policy
requirements
1 Consent forms for medical procedures and acknowledgment of potential injur
20-02-69427 | Athlete Medical Insurance Claims Retainfor 6 years after claim| NONARCHIVAL
Rev. 0 Records documentinglaimsfor reimbursemeniof medical billfor student athletes. closed NON'(EDSF;ENT'AL
Includes, but is not limited to: then
f Claims through thé&lational Association of Collegiate Directors of Athletics Destroy.
(NACDA) excess insurance programs
1 Claims through the NCAA Catastrophic Insurance Program;
1 Maedical bills;
1 Medical expense logs;
1 HIPAA documentation.
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6.2 ATHLETICS

Theactivihk S& 1 a4d20AFGSR 6AGK G4KS YIyl3aSYSya 27

(KS AyadArddzirzy Qs |

DISPOSITION
AUTHORITY DESCRIPTIGDF RECORDS DISIEBEII\IJI(SDI\II\IAACIZ\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69428 | Athlete Recognition Retainfor 6 years after end ARCHIVAL
Rev.0 | Provides a record of athletes whose performance is worthy of note or whe temeived | Of season (Permanent Retention)
. o\ NONESSENTIAL
special recognition. then OFM
Includes but is not limited to: Transferto Washington State
' List of recipients lettering in sports; Archives for permanent
1 Awards; retention.
1 Media coverage;
1 Relatedcorrespondenckommunications
20-02-69429 | Athletic ConferenceRelations Retainfor 10 years after end| NONARCHIVAL
Rev. 0 Records documenting the collegelationship withthe athletic conference(s) of which it of calendar year NON%SPSRENT'AL
is a membere.g., Northwest Athletic Conference (NWAC), National Collegiate Athletic then
Association (NCAA), etc Destroy.
Includes, but is not limited to:
1 Compliance certification for staff members;
1 Reports,
1 Copies of meeting minutes;
1 Related orrespondencé&communications
6. STUDENT AND
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6.2 ATHLETICS

Theactivihk S& 1 a4d20AFGSR 6AGK G4KS YIyl3aSYSya 27

(KS AyadArddzirzy Qs |

DISPOSITION
AUTHORITY DESCRIPTIGDF RECORDS DIEIEBEII\IJI(SDI\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69436 | Conferencetligibility ¢ Individual Student Athletes Retainfor 10 years after end| NONARCHIVAL
Rev. 0 Records documenting an individual student athlete’s compliance atitietic conference | Of eligibility ESSENTIAL
- . .. . (for Disaster Recovery
eligibility requirements foparticipation on a sports team then OPR
Includes, but is naimited to: Destroy.
1 Letters of intent;
1 Signed NCAA student athlete statement;
1 Drug testing notificatioand consenforms
1 Verificationof drug test clearance;
1 Record of attendance any requiredrules reviewor drug meeting,
1 Student eligibility reports, including grades, seasons of eligibility completed, &
seasons of eligibility remaining;
1 Copies of admissions records and transcripts;
1 Records documenting financial aid received by the student athlete;
1 Relatedcorrespondenckommunications
20-02-69437 | ConferenceEligibility ¢ SportsTeans Retainfor 10 years after end| NONARCHIVAL
Rev. 0 Records documentingc o | | spaytst’ esa oompgliance withathletic conference of academicyear ESSENTIAL
L . (for Disaster Recovery;
eligibility requirements. then OPR
Includes but is not limited to: Destroy.
9 Participation rosters, including squad lists, travel rosters and champioashlip
tournamentrosters;
1 Records documentingligibility certification for the team aswahole, including
listings of cumulative grade point average and credits by quarter for student
athletes.
6. STUDENT AND
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6.3 CHILDCARE SERVICES

The activites associated with the provision of childcare services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69432 | Child and Adult Care Food Program (CACFP) Reimbursegtigittility Retainfor 6 years after end NONARCHIVAL
Rev.0 | Records documentingcollegechildcarecenter'seligibility for reimbursement for meals | Of fiscal year NONESSENTIAL
and snacks through the Child and Adult Care Food Pro€ACFPR) then OPR
Includes, but is not limited to: Destroy.
1 Reimbursement claims to the Office of the Superintendent of Public Instructio
(OSPI);
1 Approval letter and application documents to participate;
1 CompletedCACFRnroliment and eligibility forms for all children receiving
meals/snacks;
9 Daily attendance reads;
1 Meal counts;
9 Daily menus.
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6.3 CHILDCARE SERVICES

The activites associated with the provision of childcare services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ@T’;S\TA’A‘QT?ON DESIGNATION
NUMBER (DAN)]

20-02-69430 | CampusChildcareCenterg Individual ChildDocumentation Retainfor 5 years after NONARCHIVAL
Rev.0 | Recordsetained in accordance witthapter 116305WACdocumentingindividual ¢ hi datk bfdast ESSENTIAL
chiden s enr ol | ment thetd | [ ahiliesitecentgrat i on | n | attendance (for D'saggsecoveby
Includes, but is not limited to: then
1 Completed enrollmenapplications; Destroy.

1 Completed parental consent fornge.g.,medication/treatment authorization,
photo release, field trip permission, etgc.)
1 Family a emergency contact information;
T Records documenting the child’"s he
1 Recordsdocumentingany illness or injury that occurs duringildcarehours and
the treatment provided
Note:WAC 1[0—3052Q50contaipsa detailed list of dgcumenthat are [equiredo be retained
AY UKS AYRAQARdzZ £t OKAfRQa FAf{ SO
Note:Retention based on¥ear requiremenfor childcare recordsN(/AC 10-305-2000).

6. STUDENT AND
CAMPUSERVICES Page340f 61
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6.4 CULTURAL COLLECTIONS MANAGEMENT

The activiy of managing collections of arhuseum specimens/artifacts and other objects which are owned by the institution or on loan to the ing

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQZII\I;I(;)I\II\IAACIZ\IT?ON DESIGNATION
NUMBER (DAN)
20-02-69420 | Accession and ContrglCultural Collections Retainfor life of agency NONARCHIVAL
Rev. 0 Records documenting thewnership and custody ehuseum/gallery items andollections| then E_SSENTlAL
(for Disaster Recovely
owned by the agency Destroy:. OPR

Includes, but is not limited to:

1
1

1

)l

Excludes records documenting the loan of items and collectmiti®e museum/gallenpy
other entities covered byContracts and Agreement®AN G81050.

Acquisition (e.g., through donation, purchase, transfer, etc.);

Transfers of physical custody (e.g., item/collection Idanthe collegeto another
institution);

Intellectual rights possessed and given (e.g., reproduction rights, publication/y
rights, etc.);

Disposition/deaccession (e.g., sale, donatieta,)

20-02-69448 | Exhibit Files Retainfor 6 years after NONARCHIVAL
Rev. 0 Recordsiocumenting the production angromotion of a museunexhibit. exhibit ends NONEIS:;ENT'AL
Includes, but is not limited to: then
1 Scripts; Destroy
1 Exhibit panels;
1 Flyers;
1 Images;
1 Promotional materials.
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6.5 DISABILITY SERVICES
The activiy of providing studentswith disabilities an equal opportunity to fully participate in and benefit from all aspects of the emplogmd
education environment
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;IEII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69441 | Disability Serviceg Accommodations Retainfor 6 yearsafter NONARCHIVAL
Rev.0 | Records documenting services requeste/or provided to individual studentsith gradudion/date of last NON%SPSRENT'AL
disabilities in compliance witBection 504 of the Rehabilitation Act of 1978 Americans| attendance
with Disabilities Act (ADA) of 1980d theADA Amendments Act of 2008 then
Includes, but is not limited to: Destroy.
1 Requests foservices and accompanying documentation;
1 Agency response, including accommodations identified and provided.
6. STUDENT AND
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6.6 FINANCIAL AID
The activiy of providing financial aid to students
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE-I(;ESII\I';I(?I\II\I:CIZ\IT[I)ON DESIGNATION
NUMBER (DAN]
20-02-69449 | Anancial Aid Reportg Internal Retainfor 6 years afteend NONARCHIVAL
Rev.0 | Aggregate/summary recorddocumenting disbursements and financial aid status, whey Of award year NON(E)IS:E'ENT'AL
not covered by a more specific record series. then
Includes, but is not limited to: Destroy.
T Summary disbursement reports (daily, weekly, monthly, etc.);
1 Cancellatiojournals.
Excludes:
T Required reporting covered bgstitutional Eligibilityg Financial AigDAN20-02-
69460,
9 Aid packaging reports covered Byudent Aid Eligibility Determination/Tracking
(DAN20-02-69479.
20-02-69460 | Institutional Eligibility ¢ Financial Aid Retainfor 6 years after end NONARCHIVAL
Rev.0 | Records documenting the colleges el i gi bi |l ity to part i c|ofaidyear ESSENTIAL
. . (for Disaster Recovery,
including federal, campdsasedprograms. then OFM
Includes, but is not limited to: Destroy.
1 Fiscal Operations Report and Application to Participate (FISAP);
1 Required reporting, e.g., reports submitted to the Department of Education as
part ofthe Quality Assurance process, etc.
6. STUDENT AND



o

WASHINGTON
Secretary of State

Washington State Archives

Community and Technical CollegRgcords Retention Schedu

Version 2.1(December 202

6.6 FINANCIAL AID
The activiy of providing financial aid to students
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE-I(;ESII\I';I(?I\II\I:C'Z\IT[I)ON DESIGNATION
NUMBER (DAN]
20-02-69476 | Student Aid Disbursemeng CollegeAdministered Gift Aid and Work Study Retainfor 6 years after NONARCHIVAL
Rev.0 | Records documentidisbursement of individual collegaiministered gift aid, including | conditions of award satisfied E_SStE'\FiTlAL
grants, scholarships, tuition awardsstitutional waivers, etc., as well as aid awarded in| then (for 'sa(s);rRecoveDy
the form of work study. Destroy:.
20-02-69477 | Student Aid Disbursemerng Grants, Scholarships, Gift Aid, and Loans Administered by Retainfor 6 years after NONARCHIVAL
Rev. 0 Other Agencies/Entities graduation/date of last ESSENTIAL
Records documenting disbursementiodividualloan fundsor gift aid where the college | attendance (for D'sag;rgecovery
disburses the funds, but ot the administrator or lender. then
Includes, but is not limited to: Destroy.
9 Direct Subsidized (Stafford) Loans;
1 Direct Unsubsidized (Stafford) Loans;
1 Direct PLUS Loans;
1 Private EducationrdAlternative Loans;
1 Scholarships and grants from individuals/entities that are separate fhem
college
20-02-69478 | Student Aid Disburgment ¢ Loans Administered by the College Retainfor 6 years aftetoan NONARCHIVAL
Rev.0 | Records documenting disbursementiodlividual loan funds where the collegets as repayment reconciliation, or f E,SStENRT'AL
both administrator/lenderand disburser of the loan. assignment to the Board of | (7 Piseg’s; ecovery
Includes, but is not limited to: Education
1 Perkins bans; then
9 Shortterm loans. Destroy.
6. STUDENT AND
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6.6 FINANCIAL AID

The activiy of providing financial aid to students

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE-I(;ESII\I';I(?I\II\I:CIZ\IT[I)ON DESIGNATION
NUMBER (DAN]
20-02-69479 | Student AidEligibility Determination/Tracking Retainfor 6 years after NONARCHIVAL
Rev.0 | Records documenting individual student requests for financial assistance, determina{ 9raduation/date of last o Eliig'\ézlcﬁ‘/;
of student eligibility for aid, and verification of their compliance with continuing eligibil attendance OPR Y
requirements (e.g., satisfactory pyeess, etc.). then
Includes, but is not limited to: Destroy.
1 Loans (including shoterm loans), work study, grants,legarships, institutional
waivers, etc.;
1 Applications for aid, e.g., Free Application for Federal Student Aid (FAFSA), (
Scholarship Application (GSA), and other applications to the college and its
departments for scholarships and other forms of fin&l assistance;
1 Award letters/summaries and packaging reports;
1 Required documentation to verify ongoing eligibility, e.g., to verify financial
information reported on the FAFSA as part of the Quality Assurance process.
6. STUDENT AND
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6.7 HEALTH SERVICES

The activitesassociated with the provision of medical/health serviédso includes the operation of clinigkere students, in the course of their stud

provide services under the supervision of teaching staff and practicing professionals.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIE;I;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69435 | Client History Physical and/or Mental Health Services NONARCHIVAL

Retain8 years from dateof

Rev.0 | Recordglocumentingmedical dental,and/or mental health serviceseceived by last treatment ESSENTIAL
S (for Disaster Recovery
individualsfrom the college and OPR
Includes, but is not limited to: 3 yeas after client reaches

f Visit summaies; age 18
T Xrays then
1 Labrecords Destroy.
1 Immunizations
6. STUDENT AND
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6.8 HOUSING SERVICES

The activites associated with the provision of places of residence for students where the residence is managed by the.institution

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIEQZ,I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69463 | Occupancy Reports Retainfor 2 years after end NONARCHIVAL
Rev. 0 Records documenting the number of beds and rooms that are occupied in each resiq Of academic quarter NON(E)IS:E'ENT'AL
hall at a particular point in time. then
Destroy.
6. STUDENT AND
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6.9 SECURITAND PARKING SERVICES
The activites associated with the provision of secusityl the management of vehicle parking and trafffii G KS Ay aGA GdziA2y(
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69425 | Annual SecurityReport Documentation Retainfor 7 years after end NONARCHIVAL
Rev.0 |Records documenting the age ntsof20&SCcgdoapfy of calendaryear NON%SPSRENT'AL
the Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistic§ then
(also known as the Clery Act). Destroy:.
Includes, but is not limited to:
1 Required reports, e.g., Annual Security Report (ASR) and fire report;
1 Public crime log;
1 Documentation of timely warnings and emergemotifications.
Excludesampus security officer patrol logs, daily activity logs, and/or radio logs cove
by:
1 Security Monitoring; No Incident (DAN GS 25003)
9 Security Incidents and Data/Privacy BreadlisNGS 25008
Note:Retention based onyear requirement fronbepartment of Educatiddidandbook for
Campus Safety and Security Reporting (2016 edition)
20-02-69433 | Citations/Natices of Infraction Issued Parking and Traffic Retain3 years after date of NONARCHIVAL
Rev. 0 Records relating tparking and trafficitations issued to alleged violators issuance or completion of NON'(EDS;?ENT'AL
Includes, but is not limited to: Saf[e Aud|tqu report,
o ) ) o whichever isooner
» Originals and/oduplicates of issued citations; th
» Documentation of dispositionf the charge when applicable. en
Destroy.
6. STUDENT AND
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6.9 SECURITAND PARKING SERVICES

The activites associated with the provision of secuaityl the management of vehicle parking and traffidi

(KS AyadArddzianzy(d

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIICRESND DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
20-02-69457 | Impounded Property Retainfor 6 years after NONARCHIVAL
Rev.0 | Records relating to property impounded by the agency. return/disposition of NON%SPSRENT'AL
Includes, but is not limited to: property
9 Description of property; then
Destroy.

1 Date and time of impound;
1 Reason for impounding;
1 Return or other disposition of the property.

20-02-69465 | Parkingand TrafficFines Retainfor 6 years after NONARCHIVAL
Rev. 0 Records documenting the assessment, paymappeal escalationyeduction,or matter resolved ESSENTIAL
cancellation of fines levied for parkiagd trafficoffenses. then (for D'Sagggecoveby
Includes, but is not limited to: Destroy.
1 Parking permit information;
1 Vehicle registration information;
1 Customer information.

CAMPUSERVICES
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6.9 SECURITAND PARKING SERVICES
The activites associated with the provision of secusityl the management of vehicle parking and trafffii G KS Ay aGA GdziA2y(
I,DAIS'IF')I?S:;{FIITOYN DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN) DISPOSITION ACTION
20-02-69466 | Parking Permits Retainfor 6 years after end NONARCHIVAL
Rev. 0 Records documentingll parking permits purchased by students, faculty, staff, and oth| of fiscal year NON%SPSRENT'AL
who park in campus lots.Includes both new permits and replacements requested dug then
loss, theft, or destruction. Destroy:.
Includes, but is not limited to:
T New permit number;
9 Previous permit number (if any);
1 Reason for replacemerif any)
1 Information regarding the vehielto which permit is registered
20-02-69475 | Sex Offender Bulletin Retainfor 6 years after NONARCHIVAL
Rev.0 | Records documentinggistered sex offenders who have becometprthe campus offender isno longer NONESSENTIAL
population. affiliated with thecampus OPR
then
Destroy.
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7. TEACHING AND LEARNING

The function otonveying knowledge to facilitate learning including curriculum planning and development, delivery, assessment, matetiaies end
evaluation.

7.1 ACCREDITATION
The activiy ofcourses/programs receiving accreditation by external organizations
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSO DESIGNATION
NUMBER (DAN! DISPOSITION ACTION
20-02-69421 | Accreditation(Outcome) Retainfor 6 years after end ARCHIVAL
Rev.0 | Records documenting thgrantingloss ofaccreditationfor acollege schoo| or program | Of accreditationor until (Pe'EaS”;’E;e_It_eI”A“ED’

by aprofessional associatiathat sets the standards for that particular disciplifesg., supersgde_d by new (for Disaster Recovely
Northwest Commissionn Colleges and Universities (NWCCU)Rmdessional Educator| accreditation OPR
Standards Board (PESBIC). then
Also includes external evaluations of the college, school, or program by professiona| Transferto Washington
associatiorgrantingremoving accreditation. StateArchives fopermanent
Excludes records covered Bgcreditation (Applications/Maintenance) (DAB02- retention.
69422.

20-02-69422 | Accreditation (Applications/Maintenance) Retainfor 6 years after end NONARCHIVAL

Rev.0 | Records related to the compiling and submission of statistical, descriptive, and eval| Of accreditatioridenial or NON'(EDSF;ENT'AL

materials in applying for or subsequent maintenance of accreditation for a college, | until su_perseded by new
school, or pr o gyapmofessional associaichithatatsithenslards | accreditation
for that particular discipline (e.g., Northwest Commission on Colleges and Universitif then
(NWCCU) and Professional Educator Standards Board (BfE$B) Destroy.
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7.2  ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and ekt&ntlent learning.
I,DAIS'IF')I?S:?IIITOYN DESCRIPTION OF RECORDS DISIEB?I\I;I(;)I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69418 | Academic Appeals/Grievances Retainfor 6 years after NONARCHIVAL
Rev.0 | Recordsdocumenting st udent’'s appeal of a gr ad ¢ 9raduatioddate of last NONESSENTIAL
within the department, school or college. attendance OPR
then
Destroy.
20-02-69419 | Academic Forgiveness Retainfor 6 years after NONARCHIVAL
Rev.0 | Recordsdocumentiigndi vi dual students’ petiti orn9raduatioddate oflast NONESSENTIAL
academic performance in calculating grade point average. attendance OPR
then
Destroy.
20-02-69438 | Coursework Grades/Scores/Comments Retainfor 2 years after end NONARCHIVAL
Rev. 0 Records maintained by instructor documentingn d i vi dual st ude nt |©facademiquarter NONgIS:fAENTIAL
course, including scores, grades, and or comments in regagams, papers, projects, then
and/or class participationProvides the basi®r the final gradethat is assigned. Destroy.
Excludes student scores for tests, exams, and other assessments that are admiriste
determine level of subject proficiency and/tur authorize students focourse credit or
possibleexemption from taking @ourse, which are covered Bxamination Scoreas
Proficiency/Placement or Credit by Ex@pAN20-02-69444.
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7.2  ASSESSMENT/EVALUATION

The activites associated with processing and forming judgments about the quality and ekt&ntlent learning.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
20-02-69446 | Examination Scores Proficiency/Placement or Credit by Exam Retainfor 6 years after NONARCHIVAL
Rev.0 | Records documentinstudent score®n qualifying examadministeredto determine level | 9raduatioridate of last NON%SPSRENT'AL
of subject proficiency, and/do authorize students focourse credit opossible attendance
exemption from taking a course. then
Includes, but is nadimited to: Destroy.
1 College Entrance Examination Board Advanced Placement Test (AP);
1 CollegeLevel Examination Program (CLEP);
T ACCUPLACER placement tests
1 Mathematics Placement Tests (MPT).
Excludes student scores for tests, exams, and other assessments that are administe
part of a course, which are covered Gpursework Grades/Scores/CommemtaN20-02-
69438.
7. TEACHING AND
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7.2  ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and ekt&ntlent learning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

20-02-69447 | Examinatiorsand Answer Sheets Proficiency/Placement or Credit by Exam Retainfor 1 year after end off NONARCHIVAL
Rev. 0 Records documentinstudent responses tplacement examinations administerdy the | academic year NON(E)IS:E'ENT'AL
collegeor its departmentgo determinelevel ofsubject proficiencyand/or to authorize then
students forcourse credit opossible exemption from taking a course. Destroy:.
Includes, but is not limited to:
1 CollegeLevel Examination Program (CLEP);
1 ACCUPLACER placement tests
1 Mathematics Placement Tests (MPT).
Excludestudent responsefor tests, exars, and other assessments that are administer
as part of a coursavhich are covered biyapers, Projects and Other Assignments by
Students; Not RetrievedDAN20-02-69464.
20-02-69451 | Grade Confirmation and Class/Rank Reports Retainfor 2 years after end | NONARCHIVAL
Rev. 0 Recordsiocumentingthe reporting by the Registrar of final quarterly student grades, | of academic quarter NONE)IS:fAENT'AL
including student s’ r a ndepartmieritsh i n t hei r then
Destroy.
20-02-69452 | Gradelnput andGrade Changes Retainfor 6 years after end NONARCHIVAL
Rev. 0 Records documenting the entry of new and revised quarterly final coursework gradeg Of academiaquarter NON%SP?QENT'AL
student s’ a clacldesgrades enteeedby mhstructor directly into transcrig  then
record, as well as grades submitted to Registrar by instrdotogubsequent entry into Destroy.
transcript record.
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7.2  ASSESSMENT/EVALUATION
The activites associated with processing and forming judgments about the quality and ekt&ntlent learning.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RISUENUION N DESIGNATION

NUMBER (DAN)]

DISPOSITION ACTION

20-02-69464 | Papers, Projects an@ther Assignments by StudentgsNot Retrieved Retainfor 1 quarter after NONARCHIVAL
Rev.0 | Records documenting work performed and/or submitted by studémfsifilment of endof academic quartein NON(E)IS:E'ENT'AL
course or degree requirementa/here the student has not retrieved the records after tf Which assignment was
end of the academic quarter graded
Includes, but is not limited to: then
1 Papers, projects, and other assignments Destroy.
I Student responses to exams/tests.
Excludes
1 Pacement examinations administered to determine level of subject proficienc
and/or to authorize students for course credit or possible exemption from taki
course, covered bgxaminations and Answer SheetBroficiency/Placement or
Credit ly Exam (DAIR0-02-69447).
20-02-69470 | Reference Letterfor Students Retainfor 2 years after date NONARCHIVAL
Rev. 0 Records documentingeferences/recommendationgrepared by collegéaculty or staff of reference NONEIS:;ENT'AL
regardingindividualcollegestudents or former students. then
Destroy.
20-02-69482 | Student Evaluation of Instructiof{SEOI) Retainfor 5 years after end NONARCHIVAL
Rev. 0 Records documenting evaluations of the instructor, course and/or overall student lea| ©f academic year NONgIS:fAENT'AL
environment, completed by students. then
Destroy.
7. TEACHING AND
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7.2  ASSESSMENT/EVALUATION

The activites associated with processing and forming judgments about the quality and ekt&ntlent learning.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE;IZII\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69483 | Student Internshig Retainfor 6 years after NONARCHIVAL
Rev.0 | Recordslocumentingindividuals t u d aterhship, practicum, andr cooperative graduation or date ofdst NON(E)IS:E'ENT'AL
educationwork experiencs, including where mandatory to fulfill a degree/certificate | attendance
requirement then
Includes, butisnot limited to: Destroy.
1 Applicationmaterials
I Supervisiomotes, statistics of service provided each quarter, other paper
generated during the internship year and copiesaférences written by
supervisors
7. TEACHING AND
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7.3  CLASS SCHEDULING

The activites associated with the organization, control and scheduling of classesxamdnations for students.

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISIE;I;’I\IJI(?I\II\IAACII\IT?ON DESIGNATION
NUMBER (DAN]
20-02-69474 | Scheduling Data

Retainfor 3 years after end

NONARCHIVAL

Rev. 0 Records documenting the scheduling of courge&minations, and othezvents held of academicyear NON(E)IS:E'ENT'AL
by/at the college used as a reference and/or as a basis for scheduling classes in futu| then
quarters. Destroy.
7. TEACHING AND
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7.4 CURRICULUM DEVELOPMENT
The activites associated with development, approval and review of curriculum.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;?I\I;I(?NI\CIZ?INO?\I DESIGNATION
NUMBER (DAN]
20-02-69439 | Curriculum/Courses Retainfor 6 years after NONARCHIVAL
Rev.0 | These files contain all information regarding curriculum/course mattensiculum superseded NONESSENTIAL
. ) _ ) " OFM
changes, course additions, deletions, changes; special topics; course propagsabta then
information; enroliments; class schedules). Destroy:.
20-02-69440 | Curriculum and Coursroposals (Approve@®enied) Retainfor 6 years after end NONARCHIVAL
Rev. 0 Records documentintpe planning and development of academic courses and prograr ©f calendar year NON%IS:%ENT'AL
then
Destroy.
7. TEACHING AND
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GLOSSARY

Appraisal
The process of determining the value adidposition of records based on their administrative, legal, and fiscal use; their evidential and informatio
research value; and their relationship to other records.

Archival (Appraisal Required)
Designation for public records that may possessueimg) legal and/or historical value and must be appraised by the Archives. Such records are
evaluated, sampled, and weeded according to archival principles by Archives staff. Records appraisedrelsivadbrmay be destroyed after thei
retention has been met.

Archival (Permanent Retention)
Designation for public records that possess enduring legal and/or historical value and must not be destroyed. State gbagemums must transfer
these records to the Archives at the end of their minimigtention period. Local government agencies must either transfer these records to the Arc
or retain and preserve them according to archival best practice until transferred to the Archives. Other than removirgpasidgliof duplicates, the
Archiveswill not sample, weed, or otherwise dispose of records with this designation.

Disposition
Actions taken with records when they are no longer required to be retained by an agency. Possible disposition actionsinsied the Archives and
destruction.

Disposition Authority Number (DAN)
Control number for a specific records series in a retention schedule that authorizes a retention period and dispositidoragtémrds belonging to that
series.

Essential Records
Public records thatigencies must have in order to maintain or resume business continuity or to document the legal standing and rights wdlsdivid
organizations. While the retention requirements for essential records may range from verytshuorto archival, these @ords are necessary for ar
agency to resume its core functions following a disaster. Security backups of these public records should be createdbaendepsited with the
Archives in accordance with chapter 40.10 RCW. Copies of master indexes gliststgetracking systems, databases, and other finding aids should
be transferred with the records.
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LocalRecords Committee
Committee established by RCW 40.14.070 to review and approve disposition of local government records througlretedials schedules. The
Commi ttee’s three members include the State Archi vi sttheséStae Aulitore r

Non-Archival
Designation given to public records that do not possess sufficiert hist cal val ue to be designated as *“/
the minimum retention period specified by the appropriate current records retention schedule. Agencies should destrogabegeafter their minimum
retention period exjres, provided the records are not required for litigation, public records requests, or other purposes required by law.

Non-Essential Records
Public records which are not required in order for an agency to resume its core functions following a disasdésGribed in chapter 40.10 RCW.

OFM (Office Files and Memoranda)
Public records not defined and classified as official public records in RCW 40.14.010 and other documents or recordriasddbyethe records
committee to be office files anchemoranda.

OPR (Official Public Recojds
Public records necessary to document transactions relating to public property, public finances, and other agency busitesds atetermined by the
records committee to be official public records.

Public Recals
Records that have been created or received by any government agency in Washington State in connection with the trangadtian lafsiness
regardless of physical form or characteristics.

Records Series
A group of records performing a specifimction, which is used as a unit, filed as a unit, and may be transferred or destroyed as a unit. A record:
may consist of a single type or a number of different types of documents that are filed together to document a spedidio.funct

StateRecords Committee
Committee established by RCW 40.14.050 to review and approve disposition of state government records. Its four membetbenstate Archivist
and one representative each from the Office of the Attorney General, Office of the/&idtmr, and the Office of Financial Management.
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20-02-69417.....ovviiiiiieeiiiee 26
20-02-69418.......coovviiiiiiiiine 46
20-02-69419......ccvvviiiiiiiiiiiene 46
20-02-69420.......ccceeviiiiiiiiiiiinns 35
20:02-69421.....ccoviiiiiiiiiiiiins 45
20-02-69422........oooeviiiiiiiiiiiins 45
20-02-69423.......coviiiiiiiie 14
20-02-69424........coovviiiiiiiiiiine 15
20-02-69425.......coiviiiiiiiiie 42
20-02-69426...........cooviiireen, 30
20:02-69427......oovviiiiiiiiiiiiie 30
20-02-69428........coooeiiiiiiiiiins 31
20-02-69429......cccoviiiiiiiiiiiiiins 31
20-02-69430......ccciviiiiiiiiiiiiiinns 34
20-02-69431L....cceviiieieeiie 27
20-:02-69432.......coeiiieeen, 33
20-:02-69433.......cccoiie, 42
20-02-69434.......ccovviiiiiiiiiiiine 16
20-02-69435......ccooiiiiiiiiiiine 40

DISPOSITION AUTHORITDb | a .

20-02-69436.......cccoeeviiieie, 32
20-02-69437....ccvveieiiiiiie 32
20-02-69438........cccoeeiiee, 46
20-02-69439........ccooiiiiiririi, 52
20-02-69440..........cooviviiririien, 52
20:02-69441.......cccoiiiiiiiiii, 36
20-02-69442.........cccoiiiiiiiae 6
20-02-69443........ooooiiiie 6
20-02-69444..........ccooiiiiiiiae 7
20-02-69445.........ccoiiiii 17
20-02-69446...........oooiiiiiiiien, 47
20-02-69447.....ccoooeiiiiiiii, 48
20:02-69448...........cooiiii 35
20-02-69449.........ccooiiiiiiri 37
20-02-69450Q........ccooiiiiiee. 8
20-02-69451.......ccoiiiiiiiie 48
20-02-69452........ccooiiiiiie 48
20-02-69453........ccooiii, 21
20-02-69454..........coooiiiiiii, 11

ow{ DEX! bQ{ 0 Lb
20-:02-69455.......ccciiiiii, 12 20-:02-69474......cccccvvviieeeeieenn, 51
20-02-69456........ccccevviieeeeeeiinnn, 28 20-:02-69475......coiiiveeie e, 44
20-02-69457.....cccccvviiiiieeeeeiin, 43 20-:02-69476......c.ccceeviiee e, 38
20-02-69458........ccovvviiieeeeiin, 13 20-:02-69477....cuvciiiiiiiiiiiini i, 38
20-02-69459.......ccciiiiiiiieeieiiin, 13 20-02-69478......coovvviviiiiinieeieeiinnn 38
20-02-69460.........cccevviiieiiiiinnnnn, 37 20-02-69479.....ccoiiiiiiiiiiin e, 39
20-:02-69461........ccccvvviieeereeiinnn, 17 20-:02-69480........ccccevviviiiieereennn, 24
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INtEIMSNIPS.....coiiiiieeeee e 50
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